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» Subject: Payment sent

Ryan,

Just following up to let you know that | deposited the money for the office furniture into your corporate
account this afternoon. It should already appear in your account. If there are any problems, \et me
know. It was a pleasure doing business with you.

Yukiko Sanada
Moana Surfboards
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I We are pleased to announce that ... RSE@AH~ -

I Everything is in order. —UJ&[Z7iE °

I as requested KIREK 20
M We will keep the second copy for our records. S—{3RIBEFARE] -

[ We look forward to a long working relationship together.
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1 Everything appears to be correct.
—UEHRENIERE -

I Everyone has signed off on your proposal.
BEANEZ=RE T IRRES -

1 We look forward to meeting with you in person next week.
HFHREAG MERERE -

I We think both companies will benefit from this line of products.
FIERRME R T E AR B mARYIMER -

1 We believe this new office design will benefit us mutually.
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Question
When can | use “Sir” or “Madam?”’ {IBFE%F 'Sir] 2 'Madam] ?

Answer

“Sir’ and “Madam” are becoming increasingly rare £ E A » [Sir) 5% Madam
in email messages. But it is possible to use them MERAXIRAE » BEESHERLRE
in certain cases. For example, if you are making it MBI  HIAl » JNRIFE S
first contact by email through a website link and  B#BULHEREELL email B2 7515
don’t know who your message is going to in the % MANERE S FE %A T
company, then you may want to start your email ZEARIS EF » FLOIFE email 2L
message “Dear Sir or Madam,.” Another time is  [Dear Sir or Madam, | #£58 - 55—
when you are sending an email message to a EERAIES email fi5—EEARF (6l
group (such as a group of male lawyers). In this 01— SILER)  SERKEED
case, use the plural sirs, as in “Dear Sirs,” FEE IR sirs » 201 Dear Sirs, | ©
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